
California Department  
of Public Health 

Nutrition Education and Obesity Prevention 

Branch (NEOPB) SNAP-Ed Program  

Fiscal and Administrative Orientation 



Goals of Fiscal Orientation 

• Provide Grantees with information and clarification necessary to 

have an accurate understanding of the fiscal requirements for 

the Nutrition  Education and Obesity Prevention Branch (NEOPB) 

SNAP-Ed Program to ensure success. 

• Clarify the Fiscal and Administrative Guidelines; USDA Guidance 

and the Allowable/Unallowable Chart. 

• Define all parties’ Roles and Responsibilities. 

• Outline CCMU Review Process  

• Clarity Overall Fiscal Administrative Compliance. 

• Clarity Fiscal Documentation Requirements and Record Keeping. 

 

 

 

 

 

 

 

 



 
NEOPB SNAP-Ed Program 

  Funding Structure 

 

California Department of  

Social Services (CDSS) 

United States Department of 
Agriculture (USDA) 

Local Health 
Departments 

California Department of 
Public Health (NEOPB) 







Roles and Responsibilities 

• Contract Manager (CM) 

 

• Project Officer (PO) 

 

• Grantee/Subcontractors 

 

• Contract Compliance Monitoring Unit 

(CCMU) 

 

 

 



Contract Manager (CM)  

• Keeper of the official grant file.  All fiscal correspondences 
should come through the CM. 

• Review budget justifications during the initial negotiation 
process for the State Plan approval, review and approve 
budget revisions and amendments during the fiscal year.  

• Ensures receipt of agency annual financial and compliance 
audit report.  

• Review, approve and process invoices and reviews support 
documentation related to the various invoice periods. 

• Review and approval of Subcontract Agreement(s). 

• Monitor equipment management and tagging. 

• Additional Travel approval request. 

• Provide ongoing fiscal technical assistance. 

 



Project Officer (PO) 

• Assists in development and approval of the Project 
Synopsis (PS), Deliverables and/or Work Plan for the 
grant. 

 

• Provides clarification on the USDA Guidance as it 
relates to the activities. 

 

• Reviews quarterly progress reports. 
 

• May conduct programmatic site visits. 
 

• Provides ongoing programmatic technical assistance 
and training. 



Grantee/Subcontractor 

• Must ensure compliance with all NEOPB and USDA rules, regulations and all grant 

Exhibits. (Prime Grantee/Subcontractor ensures all Subcontracts also comply with 

the above.) 

 

• Must respond to NEOPB request for information and provide all requested 

documentation. 

 

• Must complete and submit timely all reports and invoices. 

 

• Must prepare for any NEOPB and/or USDA site visits that are requested. 

 

• Must ensure a “Subcontract Agreement” is obtained and executed for “each” 

subcontract.  Subcontracts that are $5,000 or more must be reviewed/approved by 

NEOPB CM/PO each fiscal year prior to requesting reimbursement. The Prime will be 

the sole point of contact for subcontractors and responsible for their payments . 

 

• Must ensure to follow the record retention requirements that state the 

grantee/subcontractor retain all records pertaining to grant for a minimum of three 

years after the end of the grant term in case of a State or Federal review/audit. 



Contract Compliance Monitoring Unit 

(CCMU)  

• Provides high-quality compliance reviews  and technical 

support to ensure fiscal and administrative integrity and 

compliance to USDA SNAP–Ed Guidance.  

 

• Monitors corrective action plans of local grantees with 

the goal of continually improving  compliance. 

 

• Participates in state-level monitoring of 

recommendations, concerns, challenges with input from 

the grantees to enhance administrative, fiscal, and 

programmatic management of local health departments. 



Site Visits 

• Contract Compliance Monitoring Unit Review Team 
visit will occur during FFY 2014 (12-week notice). 

 

• CM and/or PO site visits may occur at a minimum 

once per grant term (2-week notice). 

 

• CDSS and/or USDA site visits may be requested in 
conjunction with a CCMU visit and may occur with 
advance notice. 

 

• In addition to site visits, periodic desk reviews may be 
requested and conducted by CM. 



Grantee Information Form (GIF) 

 

• Pertinent Grant Information is found on this 
form. 

 

• Payment Receiver:  Fiscal remittance         
address (where you want the check sent). 

 

• Form should be kept current at all times. 

 

• Submit any changes to personnel or 
location identified on this form immediately 
to: NEOPBFiscalRequest@cdph.ca.gov.  

 
 

mailto:NEOPBFiscalRequest@cdph.ca.gov






Fiscal and Administrative 

Guidelines Manual  

 

 

 

• Provides USDA Guidance and clarification to 

SNAP-Ed fiscal requirements.  

 

• Ongoing updates, and any update 

notifications will be sent via a Program Letter 

and on the NEOPB website. 

http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdminis

trativeGuidelinesManual.aspx  

http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.aspx
http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.aspx
http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.aspx
http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.aspx


















Annual Financial and 

Compliance Audit 
• All grantees are required when utilizing federal funds and are defined as direct 

services to the public agreements, USDA requires receipt of the annual Financial 

and Compliance Audit for all Grants per Sections 38020, 38030 and 38040 of the 

Health and Safety Code and/or the OMB Circular A-133. (see the Fiscal and 

Administrative Guidelines Manual, Section 1000 Financial and Compliance Audit 

for details) 

 

• This is a agency wide audit that is conducted that accounts for all agency federal 

funding sources.  It is not a program specific audit, its funding specific. 

 

• The total amount of federal funds expended, not allocated determines what type 

of audit will be conducted using either the H&S Code or the OMB Circular A-133 

requirements,  as well as required documentation for the audit, the length of time 

the auditor will be there, the amount of time you have to get the audit completed 

and the cost for the audit. 

 

• The costs of the audit described may be included in the budget for agreement up 

to the proportionate amount this agreement represents of the grantee’s total 

federal revenue, therefore amount must be prorated accordingly. 





Allowable and 

Unallowable Costs  

• This chart is to provide information and clarification on allowable and 

unallowable items that may or may not be budgeted and purchased for the 

program. 

 

• The chart is based on information from the annual USDA guidance and 

additional clarification questions that are addressed on a annual basis 

during each fiscal year that are not identified specifically in the USDA 

guidance annual update. 

 

• All SNAP-Ed activities, materials, and other items purchased must be 

reasonable and necessary (in cost and scope) to target SNAP-Ed eligible 

persons. 

 

• If there are any changes in the SNAP-Ed Plan Guidance for any given 

Federal Fiscal Year that may impact the allowable and unallowable costs, 

the NEOPB will notify you via program letter and website update.  







      QUESTIONS?????? 



 Budget Cover Sheet (BCS) 

• The Budget Cover Sheet (BCS) is required per 

USDA for all SNAP-Ed grants and it summarizes 

the federal budget as detailed in the budget 

justification for each fiscal year of the grant. 

 

• The BCS also summarizes the federal budget from 

the previous year and calculates the percent 

difference between the previous and current fiscal 

year line item totals. 

 

• Justification is required if there is an 

increase/decrease of 5% or more between the two 

fiscal years individual line item totals that impact 

the overall budget.   





 

Budget Justification (BJ)  

 
The Budget Justification (BJ) consists of the 

following nine line item categories: 

 

A. Personnel 

B. Benefits 

C. Operating Expenses 

D. Equipment Expenses 

E. Travel & Per Diem 

F. Subcontracts 

G. Other Costs 

H. Indirect Costs 

I. Total Costs 



Budget Justification (BJ) 

continued 

• Details proposed expenses and must correspond directly with the 

PS, Deliverables and/or Work Plan. 

 

• Prior CM/PO approval is required for any changes to the BJ after 

final State Plan Budget has been approved. 

 

• Is part of the grant agreement between Grantee and CDPH—it must 

be adhered to.  The Prime and the Subcontractors should each have 

their own BJ identifying their expenses.  No expenses for the 

Subcontractor should be on the Prime BJ except in the 

Subcontractor line.  The one exception to this rule if for Equipment 

purchases only. 

 

• Please use the Fiscal and Administrative Guidelines Manual, 

Appendix Section, Form #2 Budget Workbook, the Budget 

Instructions Tab in the Budget Workbook and the 

Allowable/Unallowable Chart as a reference and instructions on how 

to complete your budget justification. 

 











Budget Adjustment Requests (BARs) 

• BARs may be submitted for approval. Contact your CM to 

discuss (see BAR Instructions in budget workbook).  

 

• Submit a BAR with a written justification to the general 

email inbox: NEOPBFiscalRequest@cdph.ca.gov.  

• The cutoff date for submitting a BAR is July 31 of each 

fiscal year.  

 

• Note: New activities that impact the budget and that were 

not approved in the annual State Plan effective October 1 

must be submitted no later than May 1 per USDA 

Guidance. 

 

• Approval Timelines may take between 10 and 30 

business days from the date submitted, depending on 

the level of review required for the request. 

 

mailto:NEOPBFiscalRequest@cdph.ca.gov




Informal and Formal 

Amendments  
Informal Amendments – The following circumstances require a 

informal amendment: 

 

• Adjustments to Exhibit B, Budget Detail 

 

Formal Amendments – The following circumstances require a 

formal amendment: 

 

• Total Annual Budget Increase 

• Term Increase 

• Term Decrease 

• Change to Grantee’s Official Name 

 

 



Informal and Formal 

Amendments continued 

CDSS/USDA Review Guidelines 

The following circumstances require additional review from CDSS and 

USDA-WRO, if not included in the WRO approval of the state plan: 

• The total adjustment in the program or grant funds adds up to at least 

$100k or at least 5% of the total size of the agreement. 

• New activities or new curricula. 

• Developing, purchasing or printing new materials, media ads, or 

reinforcement items. 

• New sites for SNAP-Ed activities that are duplicative of existing sites. 

• Changes to the audience being targeted for SNAP-Ed. 

• New partnerships that require a subcontract agreement. 

• New requests for any out-of-state travel. 

• New requests for in-state travel to conferences. 

• Increase in total award. 

• Purchase equipment values at $5k or greater per unit. 

• Purchase technology/sensitive equipment. 

• Use of indirect costs to pay for direct costs. 

 











    QUESTIONS????????? 



A. Personnel 

• Identify employee name,  job title and description for all Staff 

working in the program using the USDA approved position 

descriptions tab in the budget workbook.  Also list the county job 

title in this tab.  

 

• Must identify key staff on budget (Project Director and Fiscal Staff). 

 

• Identify FTE allocated for each Staff on budget. 

 

• Identify % of time spent on allowable activities. 

 

• Support documentation for invoice:  Personnel Time Reporting 

Documents: Bi-Weekly Time Logs or Semi-Annual Certification of 

Activity with Duty Statements and Employee Time Sheets/Payroll 

Reports, etc. 

 











Staff Reporting Requirements 

• All time spent in program on ALLOWABLE nutrition education activities must be 
documented.  (Prime and Subcontractors). 

 

• 100% FTE or partial FTE that is solely 100% only on SNAP-Ed activities and no 
time on any other programs: 

 

 May use a Semi-Annual Certificate of Activity (printed on agency  letterhead 
 & signed/dated within one month immediately following  the end of each 
 certification period).     

 & 

 Copy of Signed Duty Statement (Signed/dated by both Employee and 
 Supervisor to be kept on file with cert). 

 

• Less than 100% of time on SNAP-Ed activities (working in multiple programs): 
Must use USDA approved Bi-Weekly Time Log (BWTL), unless you have NEOPB 
approval for an alternative BWTL or Quarterly Time Study (QTS).  

 

• Expenses must be based on actual time and actual hourly rate  per employee. 

 



Bi-Weekly Time Log, Alternative 

and  

Quarterly Time Study  

• Grantees must use the USDA approved Bi-Weekly Time Log (BWTL) located on 
the website, unless you request approval to use an alternative BWTL, automated 
BWTL or Quarterly Time Study (QTS) from NEOPB.   

 

• If you request approval for an alternative or automated BWTL, submit a copy of 
the request form and sample of alternative or automated BWTL to your CM/PO.  
Subcontractors will submit to Prime, then Prime will forward to NEOPB for 
approval prior to the fiscal year start date.  This approval will be good for the 
entire term of grant unless changes are made, then resubmission is required for 
review and approval. 

 

• If you request approval for a QTS (Prime or Subcontractor), submit copy of 
request form and sample of QTS annually with State Plan Budgets.  Prime will 
send to your CM/PO for review and approval prior to fiscal year start date.   
Subcontractors will submit to Prime, then Prime will forward to NEOPB for 
approval.   All request for QTS will also be forwarded to USDA for final approval.   

 

(Note: Submit request at least eight weeks prior to effective date. Also maintain a 
copy of your alternative time method approval on file for review/audit purposes.) 

 



Bi-Weekly Time Log, Alternative 

and  

Quarterly Time Study  continued 

• All time must be recorded in 15-minute increments, 
using decimals to record partial-hour increments (i.e., 
.25, .50, and .75). 

 

• Must be signed by Staff and Supervisor immediately 
after each bi-weekly or quarterly period has been 
completed depending on time method being used.  

 

Note: (Project Director or other authorized staff that has 
direct knowledge of activities and has agency 
authorization may sign approved BWTL or QTS.) 
 

 

 















B.  Benefits   

• Record actual expenditures and rates associated.  

 with benefits for all staff listed on approved budget such as 
Statutory, Elective, Voluntary or Discretionary Benefits. 

 

• An average benefit rate is used during budgeting only. You 
must report actual rates/expenses when invoicing. 
 

• Billable benefits are based on hours documented on BWTL 
for each employee on the approved budget. 

 

• Support documentation for invoice: report of benefits paid 
for each employee on approved budget based on hours 
documented on BWTL for each reporting period.   



        QUESTIONS?????? 



C.  Operating Expenses 

• Routine and Ongoing Expenses  
(e.g. postage, phone, rent, routine copying, office supplies). 

 

• Prorate incurred expenses when applicable by FTE of staff 
incurring these expenses that are less than 100% in 
program and include basis/formula for expense. 

  

• If rental/lease expenses are budgeted,  a copy of current 
lease/rental agreement must be kept on file that identifies 
actual monthly payment for agency.  If the amount is 
prorated,  show the prorated formula for the basis of the 
amount charged to the program.  Include copy of monthly 
invoice/statement or copy of check and Accounting GL 
report. 

 

• Support documentation for invoice: vendor invoices, bills, 
receipts, etc. 

 

 

 





     D.  Equipment 
• Only the Prime Grantee can purchase IT Equipment. 

 

• Grantees need to contact their CM before they purchase any IT equipment 
(computers, etc. ) with specifications to make sure it meets CDPH’s IT 
Standards. 

 

• Must be prorated by FTE of staff using the equipment  
(office furniture, computer, printer, etc.). Please use formula shown for 
Operating Expenses. 

 

• Prior written authorization is required by CM for any equipment purchases 
not on the approved Budget Justification. 

 

• If a Subcontractor expresses equipment needs, the Prime Grantee will 
include these expenses on their BJ in a BAR to CM prior to purchasing if it is 
not already in the approved budget.  The equipment will be the Prime 
Grantees responsibility, tracked on their equipment inventory and they must 
ensure it meets all IT standards prior to issuing to the Subcontractor.  Once 
the grant has ended with the Subcontractor, the equipment must be returned 
to the Prime Grantee. 

 

• Support documentation for invoice: vendor invoices, bills, receipts, etc. 

 

 
 

 

 



Equipment continued 

• Grantee must refer to the NEOPB’s Program Letters  

(PLs) 11-06 and 12-01, IT Protocols, and State Computer and 
Mobile Device IT Security Policy to ensure they are purchasing  
allowable IT equipment.  (Contractor must adhere to all 
regulations in these PLs). 
http://www.cdph.ca.gov/programs/cpns/Pages/ProgramLetters.aspx 

 

 

After purchase of equipment with State funds: 
 

• Grantee must complete a Contractor Equipment Purchased 
with CDPH Funds form. (CDPH 1203) and submit it 
electronically to your assigned CM along with the quarterly 
invoice that includes equipment expense and a copy of the  
equipment purchase receipt. 

 



Equipment continued  

• PM will request tags from CDSS for all IT equipment purchased and provide them to 
the contractor with instructions on their placement.  

 

• Please note: Items such as blenders, crockpots, toaster ovens, plastic storage 
bins/shelves, waste bins, etc. will not require tagging. These type of items are also 
normally budgeted under “Other Costs” related to nutrition education activities. 

 

• All computers purchased with SNAP-Ed funds and used to conduct State business 
must have encryption and anti-virus software installed that meet the State IT 
requirements. 

 

• Grantee must immediately report damaged, lost, or stolen equipment to the CM so that 
proper procedures can be followed.   
(See PL 11-06 for information.) 

 

• At the end of the grant term, grantee must fill out an Annual Inventory/Disposition of 
CDPH Funded Equipment form (CDPH 1204) and send it to the CM. 

 

• Grantees who purchase IT equipment for subcontractors need to provide them with a 
copy of PLs 11-06 and 12-01 for their records. 

 

 

 

 













        QUESTIONS?????? 



E.  Travel and Per Diem  

• All NEOPB-sponsored trainings,  
     conferences, and meetings are 
     100% allowable for all staff on approved 
     budget. 

 
• All Non-NEOPB sponsored trainings,  
 conferences, and meetings must have prior approval 

and all cost must be prorated based on the staff’s 
approved FTE attending.  

  
• Non-NEOPB sponsored trainings, conferences and 

meetings that are not on approved travel budget 
justification detail must be submitted to your CM and PO 
utilizing the Non-NEOPB Sponsored Travel Pre-Approval 
Form for prior approval.  All cost must be prorated 
appropriately and based on staff’s approved FTE 
attending. 

 

• All Travel expenses must adhere to current CalHR rates.  
This applies to all Grantees and Subcontractors. 

 



 
Travel and Per Diem  continued 
   Required Documentation: 

Travel logs/claims for each staff requesting 
reimbursement for travel expenses must included the 
following information: 

• Name/title of person traveling on approved budget. 

 

• Date(s) of travel 

 

• Start and end time of trip 

 

• Purpose and location of related trip 

 

• Agenda, hotel receipt, parking receipt, paid airline/boarding 
pass, bus/train receipts, taxi fares, gas receipts, rental car 
receipts, toll receipts, mileage logs, Google maps, and any 
other receipts must accompany the travel logs/claims to 
support the claimed expenses. 

 

• Note: You may not request reimbursement for  any travel 
expenses for staff that are not on the approved budget. 



Travel and Per Diem   continued 

Meals, Incidentals & Mileage  
The following meal and incidental reimbursement rates are maximums, not 

allowances.  Receipts should be maintained in case requested during a review or 

audit. 

• Breakfast: $7 

• Lunch: $11 

• Dinner: $23  

• Incidentals: $5  

 

Effective January 1, 2014 the new mileage rate is  .56 cents per mile. 

 

Incidentals include, but are not limited to: 

• Expenses for laundering and pressing of clothing. 

• Tips for services such as porters and baggage handlers.  Incidentals do not 

include taxicab fares, lodging taxes, or the costs of telegrams or telephone calls 

for business.   

• It does, however, include personal telephone calls.  An employee is allowed one 

incidental (for actual expenses) up to $5 for each 24-hour period of travel.  

Partial incidentals for periods of travel less than 24 hours are not allowed. 

 



Travel and Per Diem 

continued 

Trips of Less than 24 Hours 

• For travel lasting less than 24 hours, employees may claim breakfast and/or 

dinner based on the following timeframes: 

Fractional day of travel 

• Trip begins at or before 6 am and ends at or after 9 am - Breakfast may be claimed  

• Trip begins at or before 4 pm and ends at or after 7 pm - Dinner may be claimed 

 

• Employees may not claim lunch or incidentals on one-day trips. When trips are 

less than 24 hours and there's no overnight stay, meals claimed are taxable. 

 

• Employees may not claim meals provided by the State, meals included in hotel 

expenses or conference fees, meals included in transportation costs such as 

airline tickets, or meals that are otherwise provided. Snacks and continental 

breakfasts such as rolls, juice, and coffee are not considered to be meals. 

 

• No meal or incidental expense may be claimed or reimbursed more than once in 

any given 24-hour period. 

 



Travel and Per Diem  

continued 
 

Trips of 24 Hours or More 

• For travel lasting 24 hours or more, employees may claim meals 

(as noted above), based on the following timeframes: 

 

First day of travel 

• Trip begins at or before 6 am - Breakfast may be claimed  

• Trip begins at or before 11 am - Lunch may be claimed  

• Trip begins at or before 5 pm - Dinner may be claimed 

 

Continuing after 24 hours 

• Trip ends at or after 8 am - Breakfast may be claimed  

• Trip ends at or after 2 pm - Lunch may be claimed  

• Trip ends at or after 7 pm - Dinner may be claimed 

 



Travel and Per Diem  

continued 

• Employees who incur overnight lodging expenses at a commercial lodging establishment catering 

to short-term travelers, such as a hotel, motel, bed and breakfast, public campground, etc. must 

provide a receipt to claim reimbursement. No reimbursement will be paid without a receipt.    

• If employees are required to share a room, expense may be split, but you are only allowed to claim 

up to the allowed lodging rate in the area per room and not per person.  If hotel offers state rate 

and then it increases when you state double occupancy, you will need prior approval.  If NEOPB 

notifies you of a sponsored meeting that they arranged at a particular hotel with a block room rate 

that was negotiated at a higher that the state rate in that area,  print the notification as your backup 

documentation and also follow up with an email to your CM/PO to get confirmation that you will be 

reimbursed at the higher rate. 

 

• All Counties/Cities located in California (except as noted below):  

     Actual lodging expense, supported by a receipt, up to $90 per night, plus tax. 

• Napa, Riverside, and Sacramento Counties: 

     Actual lodging expense, supported by a receipt, up to $95 per night, plus tax. 

• Los Angeles, Orange, and Ventura Counties and Edwards AFB, excluding the city of Santa Monica: 

     Actual lodging expense, supported by a receipt, up to $120 per night, plus tax. 

• Alameda, Monterey, San Diego, San Mateo, Santa Clara Counties: 

     Actual lodging expense, supported by a receipt, up to $125 per night, plus tax. 

• San Francisco County and the City of Santa Monica: 

     Actual lodging expense, supported by a receipt, up to $150 per night, plus tax. 

 

• Support documentation for invoice:  all invoices, bills, receipts, etc.  

 

 













        QUESTIONS?????? 



F. Subcontracts, Consultants & 

    Mini Grants  
    Requirements for Subcontracts, Consultants and/or Mini Grants : 

 

• Prime Grantees must have a signed, executed “Subcontract Agreement” copy on 
file for all subcontractors for each grant term with all pertinent NEOPB required 
language/documentation. The Prime Grantee is solely responsible for any 
subcontracts entered into under this grant. 

 

(Note: It is strongly recommended that you submit a draft subcontract to the NEOPB 
CM/PO for pre-reviewed/approval prior to use to ensure it meets County, State and 
USDA requirements.  If you are a subcontractor who has subcontracts on your budget, 
please contact your local contact for instructions and requirements.) 

 

• Receive prior written approval from NEOPB CM and PO for any subcontracts $5,000 
or more prior to submitting any invoices for reimbursement to the NEOPB or 
expense may be denied. 

 

• Must include a Budget Justification Detail and SOW/description of services. 

 

• Must ensure that subcontractors adhere to all USDA/CDPH-NEOPB/County 
guidelines and regulations. 

 



Subcontracts, Consultants & 

Mini Grants continued  

• In addition to the required LHD subcontract requirements, the following 

are the minimum NEOPB key components required in your subcontracts: 

1. Identify all parties. 

2. Term of the agreement (start and end date). 

3.  Maximum Amount Payable. 

        4.  Scope of Work. 

        5.  Budget Detail. 

   6.  Termination Clause 

        7.  Exhibit D – Federal Provisions 

        8.  Record Retention Clause:  

 “(Subcontractor Name) agrees to maintain and  preserve files relevant                                                 

to agreement, for a minimum of three years after termination of (agreement 

number) and final payment is received from the NEOPB to the Grantee.  In 

addition, permit the NEOPB representative or any duly authorized State or USDA 

representative, to have access to, examine or audit any pertinent books, 

documents, papers and fiscal records related to this subcontract and to allow 

interviews of any employees who might reasonably have information related to 

such records.” 



Subcontracts, Consultants & 

Mini Grants continued 
In addition, please incorporate in the subcontract the “Additional Provision” links to the 

following documents: 

 

• Fiscal and Administrative Guidelines Manual and any revisions thereto.          (Revision 

March 2014) 

http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.as

px 

 

• NEOPB Program Letters and any revisions thereto.  

http://www.cdph.ca.gov/programs/cpns/Pages/ProgramLetters.aspx 

 

• United States Department of Agriculture, Supplemental Nutrition Assistance Program 

Education (SNAP-Ed) Plan Guidance.  (Revision Date FFY 2014) 

http://snap.nal.usda.gov/snap/Guidance/FY2014SNAP-EdGuidance.pdf 

 

• Support documentation for invoice: documentation that supports all expenses for each 

subcontractor’s invoice(s) must be submitted to the Prime for review and approval prior 

to the Prime including and submitting these expenses on the their invoice to NEOPB. 

Documentation must be maintained on file with Prime as part of the support 

documentation for their invoice expenses. 

 

http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.aspx
http://www.cdph.ca.gov/programs/cpns/Pages/FiscalandAdministrativeGuidelinesManual.aspx
http://www.cdph.ca.gov/programs/cpns/Pages/ProgramLetters.aspx
http://snap.nal.usda.gov/snap/Guidance/FY2014SNAP-EdGuidance.pdf
http://snap.nal.usda.gov/snap/Guidance/FY2014SNAP-EdGuidance.pdf
http://snap.nal.usda.gov/snap/Guidance/FY2014SNAP-EdGuidance.pdf
http://snap.nal.usda.gov/snap/Guidance/FY2014SNAP-EdGuidance.pdf


G.  Other Costs  

• Nutrition Education expenses that support nutrition education 
activities: 

   > Nutrition Education                  
  publications/materials/videos 

 

   > Food for demonstrations/taste    
  testing's (Food and supplies 

   should not exceed $2.50 pp.) 

 

• Must be itemized on the budget justification and show the basis for 
the costs. 

 

• Recommended to also include with your documentation: NEOPB 
approved recipes, activity agenda, event flyers, sign-in sheet, etc., to 
help support expenses. 

 

• Support documentation for invoice: vendor invoices, grocery store 
receipts, etc. 

 

 

  

 







Other Costs continued 

Rethink Your Drink  
 

• The purchase of water for food demonstrations is unallowable, unless approved by 

the NEOPB.  Please contact your CM/PO for questions regarding water or ice 

purchases as they may relate to “Rethink Your Drink” or Food Safety issues. 

 

Allowable Purchases: 

– OK to buy 3 gallon refillable water bottles 

– OK to fill with tap water 

• Nominal costs to fill at water refill stations is acceptable,  

but must submit a receipt 

– OK to purchase water dispensers for taste  

testing ; <$100 = small kitchenware items 

 

 



H.  Indirect Costs 

• Indirect costs are incurred for the benefit of an agencies multiple programs, functions, or 
other cost objectives and therefore cannot be specifically identified with a particular 
program or other cost objective. 

 

• The ICR is a ratio of your organizations indirect cost to its direct costs.  

 

• Indirect costs are necessary for the general operations of your agency and cost 
expenditures are billed through an allocation process. 

 

• The indirect cost expenditures typically support administrative overhead functions such 
as accounting, payroll, facilities management, utilities, etc.   

 

• Actual expenditures must be used and documented with a copy of organization’s 
approved indirect cost rate. 

 

• Note: The Federal rate cannot exceed 26 percent of the total Modified Direct Costs (Total 
Direct Costs less subcontractors and equipment) or the rate cannot exceed 25 percent of 
Total Personnel Costs (Personnel and Benefits). 

 

• Support documentation for invoice: list of all items billed under this line item. 

 

 

 

 

 



Indirect Cost  continued 

*New Indirect Cost Rate Certification Effective July 1, 2014 for FFY15 

 

The California Department of Public Health (CDPH) announced in FFY14 the 

standardization of the Indirect Cost Rate (ICR) for the Local Health Departments 

(LHD) agreements with CDPH (Appendix 24).  CDPH requires Local Health 

Departments and other county agencies to submit an ICR Annual Certification 

application (Appendix 25) prior to each January to obtain their ICR to be used for 

contracts during the next State fiscal year.   

 

Agencies other than LHD’s need to submit a NEOPB Indirect Cost Proposal form 

(Appendix 26).   

 

Indirect Cost Methodology 

• The Indirect Cost Methodology provides a general and practical overview of how 

to develop and apply an indirect cost rate to ensure costs are allowable and 

properly classified as direct or indirect. 

• Allowable costs, direct and indirect, must be identified in a consistent manner.  

Your organization must identify indirect costs by using the same methodology to 

allocate certain shared costs across the entire spectrum of its Federal programs.  

An organization generally participates in several Federal programs would need to 

determine how to allocate these indirect costs to the Federal programs. 

    

 



Indirect Cost  continued 

For FFY2014 

If you have provided CDPH-NEOPB with 

an approved federally negotiated ICR or 

have a certified ICR that is effective 

October 1, you may continue to use your 

approved rate until September 30, 2014. 

 













        QUESTIONS?????? 



• Must be based on actual expenses incurred during the 
month/quarter—to the penny, no rounding. 

 

• Correspond directly with the approved budget justification. 
 

• Be substantiated by supporting documents. 
 

• Email invoice to NEOPBFiscalRequest@cdph.ca.gov.  
 

• PLEASE CHECK YOUR MATH 

Invoice 

mailto:NEOPBFiscalRequest@cdph.ca.gov


Invoice continued 

 

• Invoice only for expenses  that are on your approved budget 

justification, that has support documentation and are allowable 

expenses. 

 

• If you have an expense for a quarter that you have already invoiced for, 

make a note on your documentation that it was omitted from the 

previous quarter, that you are billing it to the subsequent quarter and 

add it to the next quarter invoice for reimbursement. 

 

• If you think you will not meet the deadline for submitting your invoice, 

please submit a written request to your CM for an extension with a 

justification of your situation 30 days prior to the due date.   



Contractor’s Fiscal Schedule 

Invoices 
 

• Federal Fiscal Year October 1 to September 30. 

• Invoices paid in arrears, quarterly. 

• Deadlines per USDA, contact CM for extension. 

        Invoices (Quarterly)  

Quarter                      Reporting Period           Due Date  

• 1st              October 1, 20xx through December 31, 20xx    March 1, 20xx  

• 2nd              January 1, 20xx through March 31, 20xx           May 30, 20xx  

• 3rd              April 1,20xx through June 30, 20xx            August 31, 20xx  

• 4th             July 1, 20xx through September 30, 20xx          November 30, 20xx 

 

• All invoices are due 60 days after invoice period.    



Contractor’s Fiscal Schedule 
Invoices 

• Federal Fiscal Year October 1 to September 30. 

• Invoices paid in arrears, monthly. 

• Deadlines per USDA, contact CM for extension. 

    Invoices (Monthly) 

        Month                Reporting Period               Due Date 

• October October 1, 20xx through October 31, 20xx            December 31, 20xx 

• November November 1, 20xx through November 30, 20xx           January 31, 20xx 

• December December 1, 20xx through December 31, 20xx           February 28, 20xx 

• January January 1, 20xx through January 31, 20xx           March 31, 20xx 

• February February 1, 20xx through February 28(29), 20xx         April 30, 20xx 

• March  March 1, 20xx through March 31, 20xx           May 31, 20xx 

• April  April 1, 20xx through April 30, 20xx           June 30, 20xx 

• May  May 1, 20xx through May 31, 20xx            July 31, 20xx 

• June  June 1, 20xx through June 30, 20xx           August 31, 20xx 

• July  July 1, 20xx through July 31, 20xx           September 30, 20xx 

• August August 1, 20xx through August 31, 20xx          October 31, 20xx 

• September  September 1, 20xx through September 30, 20xx        November 30, 20xx  

 

• All invoices are due 60 days after invoice period.    



































Contractor’s Release Form 

• Completed, signed, and returned with final invoice 
at the end of the last grant term. 

 

•  Use CDPH 2352 form in your grant. 

 

• Signatory of CDPH 2352 and grant must have same 
signature authority. 

 

• Must include grant name, number, amount of final 
invoice, and final invoice date. 

 

• Note: Prime Grantee will provide subcontractor with 
this form or the county version of this form and 
instructions on when to submit. 

 
 





• Notification Letter of review date, time and period being review. 

Review period is normally a period that has already been submitted 

for reimbursement. 

 

• Agenda & Timeline 

• Instruction Packet on what and how to prepare. 

• Checklist and Spreadsheets  

 

• Once review is completed, the following will take place: 

1. You will receive a letter and detailed report. If there are no 

priority findings, review will be closed.  

2. If there are any priority findings, you will receive in addition, a 

Corrective Action Plan (CAP).  Once the CAP has been 

completed (Monetary Recovery, Internal Process Improvements, 

etc.) report/CAP will be closed. 

 

CCMU Review 



Fiscal and Administrative 

Compliance 

• Grantees must adhere to all fiscal and administrative compliance 

requirements of USDA and NEOPB grant exhibits, policies and 

guidelines.  All SNAP-Ed activities and materials must be reasonable in 

cost and scope, necessary and targeted to the SNAP eligible 

participants. 

 

• The NEOPB assigned CM will monitor each grant for submission of the 

fiscal and administrative deliverables.  The grantees are required to 

notify their assigned CM of any changes or potential problems with 

meeting these deliverables. 

 

• Grants are considered effective once the BJ is approved by USDA and 

the contractual documents are signed by CDPH, and if required, the 

California Department of General Services (DGS). 

 

• In the event of delays in the procurement process, a grant may not 

begin on October 1st of the budget year.  In this case, the local 

Agency’s actual start date will be the date the grant is signed and 

approved by DGS and/or CDPH.   



Fiscal and Administrative 

Compliance  continued 

• Additionally, if there is a delay in the USDA approval of the NEOPB’s 

State Plan, and/or in the event that Congress does not approve the 

United States/USDA Federal Budget on time may also cause delays 

to the grant October 1st start date. 

   

• Services performed and expenditures incurred by grantees before 

the grant is fully executed will not be eligible for federal 

reimbursement. 

 

• Grantees and subcontractors are expected to meet and stay within 

the boundaries of the contractual agreement when managing their 

approved budget.  If a grantee does not adhere to the parameters of 

the budget and all efforts for remedy are ineffective, corrective 

action(s) will be taken by NEOPB to improve the agency’s 

performance.   

 



Fiscal and Administrative 

Compliance  continued 

The following is a list of possible corrective actions NEOPB can impose on 

grantees that demonstrate a pattern of non-compliance, including but not 

limited to: 

1.Develop and implement a corrective action plan. 

2.Request refund of prior payment(s). 

3.Withhold invoice payments or a percentage of the invoice amount. 

4.Grant budget reduction (funds released may be used to fund growth for        

other grantees that have a record of good performance). 

5.Placed on probation and invoices monitored/reviewed prior to payment. 

6.Reduce a grant term.  

7.Non-renewal of a grant. 

8.Early termination of a grant. 

  “IT’S ALL ABOUT COMMUNICATION!”  

We are all on the same team working together to accomplish the same goal. 

Please communicate any problems or concerns you may have adhering to the fiscal 

requirements of the program to NEOPB. 



Fiscal Documentation and 

Record Keeping 

• USDA and NEOPB requires all grantees and subcontractors to use the USDA/NEOPB approved forms, 

unless prior approval is provided by NEOPB for use of an alternative form. 

 

• Must maintain accurate detailed records of all actual federal expenditures associated with the program 

for each fiscal year of the grant term. 

 

• Periodic desk/onsite reviews of documentation may be conducted to ascertain a grantee’s adherence to 

the fiscal documentation requirements of the grant. 

 

• Documents must be made available upon request by grantees and subcontractors to NEOPB and USDA 

if they choose to conduct a review or audit. 

 

• Must follow record retention requirements that the grantee/subcontractor retain all records pertaining to 

grant for a minimum of three years after the end of the grant term in case of a State or Federal 

review/audit. 

 

• “The goal of maintaining accurate, detailed documentation is that a 

reviewer could come in, review your documents with minimum to 

no questions!” 

 



QUESTIONS, COMMENTS, 

CONCERNS?????? 



         The End!!!!! 

Thank you for your participation in the NEOPB 

 Fiscal and Administrative Orientation! 


